1009 - LABOR RELATIONSTECHNICIAN

NATURE OF WORK

Thisisspecidized, detalled work which entalls coordinating meetings, research, and preparaion of materids
relative to contract negotiation, grievance adminigtration, and other labor relations activity incident to the
City's obligations under Chapter 447, Florida Statutes.

ILLUSTRATIVE EXAMPLES OF ESSENTIAL DUTIES

Conducts atistica/palicy research and andysis.

Coordinates various aspects of contract negotiations and preparation processes.

Conducts initid review of employee grievances for completeness, schedules employee grievance
hearings.

Maintains labor relations resource library; develops various labor relations type forms as needed.

Handles recruitment and selection processes for specific executive postion as selected by the City
Manager.

Initiate necessary paperwork for employee request to start/stop payment of union dues; bill unions

yearly in accordance with the contract for City's administrative fee for employee dues deductions;
schedule and assst with the preparation for arbitration hearings and in some cases, attend and/or
provide testimony a same.

Assgs with the drafting and development of labor contract language, both prior to and during labor
contract negotiations.

Assgs with the development of the various proposas to be presented to the labor unions during labor
contract negotiations.

Performsgenerd secretarid tasks, i.e, typing dictation; sorting incoming/outgoing mail; maintaining dl files,
maintaining gppointment calendar; answer phones, screen callsand record messages, assg citizenswith
resolution of complaintsand/or their inquiries; compose generd correspondence, aswell asCommisson
Memorandums, Letters to Commission, and Department Memorandums.

Performs related work as required.

KNOWLEDGE, SKILLSAND ABILITIES

Ability to exercise judgement and discretion in devisng, indaling and/or interpreting City rules, regldias

policies or procedures.

Ability to edablish and maintain effective working reaionships with other employees. supervisors,
department officids, officids of other agencies, and the generd public.

Ability to carry out complex verba and written ingructions.

Ability to expressideas and information clearly and concisgly, both verbaly and in writing.

Ability to discern and extract pertinent facts from verba and written guidelines, policies and ol res

and apply these to avariety of problems.

Ability to research and andlyze complex written and datistical materias.
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MINIMUM REQUIREMENTS

Congderable experiencein responsible executive secretarid and adminigtrativework. Thisposition requires
competence with acomputer and excellent skills rdative to written and verba communiceation, atention to
detall, interpersond relationships and problemsolving. Prompt and regular attendanceis essentid. Actud
experience in the field of [abor relations/collective bargaining would be helpful, dthough not required.

PHYSICAL REQUIREMENTS

Musgt have the use of sensory skillsin order to effectively communicate and interact with other employees
and the public through the use of the telephone and personal contact. Physica capability to effectively use
and operate various items of office related equipment, such as, but not limited to, word processor,
caculator, copier, and fax machine. No sgnificant anding, waking, moving, climbing, carrying, bending,
kneding, crawling, reaching, and handling, Sitting, standing, pushing, and pulling.

SUPERVISION RECEIVED

Generd and specific assgnments are received from the Executive Assistant to the City Manager, Labor
Reations, work isperformed with little direct supervision and with latitude for use of independent judgement
in the sdection of work methods and procedures. Work is subject to review for compliance with
departmenta objectives and standards.

SUPERVISION EXERCISED

None.

Rev. 11/98



